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Subpart B—Responsibilities 
§ 73.735–201 Employees and super-

visors. 
(a) Employees and special Govern-

ment employees shall be responsible 
for observing all generally accepted 
rules of conduct and the specific provi-
sions of law and the regulations of this 
part that apply to them. They are re-
quired to become familiar with these 
regulations and to exercise informed 
judgments to avoid misconduct or con-
flicts of interest. They shall secure ap-
provals when required and file finan-
cial disclosure reports or statements in 
accordance with the provisions of this 
part. Failure to observe any of these 
regulations may be cause for discipli-
nary action. Some of the provisions are 
required by law and carry criminal 
penalties which are in addition to any 
disciplinary action which could be 
taken. When employees have doubts 
about any provision, they should con-
sult their supervisor, personnel office, 
or the Department Ethics Counselor or 
a deputy counselor. 

(b) Supervisors, because of their day- 
to-day relationships with employees, 
are responsible to a large degree for 
making sure high standards of conduct 
are maintained. They must become fa-
miliar with the Department’s stand-
ards of conduct regulations and apply 
the standards to the work they do and 
supervise. Supervisors shall take suit-
able action, including disciplinary ac-
tion in accordance with Subpart L of 
these regulations, when violations 
occur. 

§ 73.735–202 Management officials. 
(a) The Department has an obligation 

to enforce the requirements of this 
part in all respects and to help employ-
ees, special Government employees, 
and supervisors carry out their respon-
sibilities to maintain high standards of 
ethical conduct. This includes an obli-
gation for managers to provide infor-
mation and training concerning the 
HHS conduct regulations, to provide 
advice and guidance with respect to 
them, and to review for possible con-
flicts of interest certain outside activi-
ties and financial interests of employ-
ees. The officials responsible for dis-
charging the Department’s oligations 

in this regard are identified in para-
graphs (b) through (f) of this section. 

(b) Department Ethics Counselor. 
The Assistant General Counsel, Busi-
ness and Administrative Law Division, 
shall be the Department Ethics Coun-
selor and shall serve as the Designated 
Agency Official for matters arising 
under the Ethics in Government Act of 
1978, (Pub. L. 95–521). The responsibil-
ities of the Department Ethics Coun-
selor shall include: 

(1) Rendering authoritative advice 
and guidance on matters of general ap-
plicability under the standards of this 
part and all other laws and regulations 
governing employee conduct, with par-
ticular reference to conflicts of inter-
est matters. 

(2) Coordinating the Department’s 
counselling and training services re-
garding conflicts of interest and assur-
ing that employees of the Department 
are kept informed of developments in 
conflict of interest laws and other re-
lated matters of ethics. 

(3) Receiving information on con-
flicts of interest and appearances of 
conflicts of interest involving employ-
ees of the Department and forwarding 
this information to the appropriate 
management official, or the Inspector 
General, as necessary, with his or her 
legal evaluation of the matters ad-
dressed. 

(4) Reviewing the financial disclosure 
reports, requests for approval of out-
side activities, and similar reports filed 
by Executive level officers, non-career 
executives, deputy ethics counselors, 
and Schedule C employees in the Office 
of the Secretary for the purpose of 
identifying and resolving possible and 
actual conflicts of interest. 

(5) Maintaining liaison with the Of-
fice of Government Ethics. 

(6) Advising management officials on 
the resolution of conflicts of interest 
by any of the remedies set forth in 
§ 73.735–904 of this part. 

(7) Maintaining accurate and com-
plete documentation of all formal guid-
ance and advice regarding conflict of 
interest matters subject to the provi-
sions of this part, except for routine or 
repetitious cases where the guidance 
given is not precedential. 
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(8) Maintaining and publishing from 
time to time a list of those cir-
cumstances or situations which have 
resulted or may result in noncompli-
ance with conflict of interest laws or 
regulations. [Section 206(b)(7), Pub. L. 
95–521]. 

(9) Designating and training an ap-
propriate number of reviewing officials 
to assist him or her in carrying out the 
duties of the Designated Agency Offical 
under the Ethics in Government Act. 

(10) Maintaining effective lines of 
communication with deputy ethics 
counselors on all matters regarding 
employee conduct and ethics. 

(c) Deputy Ethics Counselors. Assist-
ant General Counsels and Regional At-
torneys are designated deputy ethics 
counselors to assist the Department’s 
Counselor in carrying out his or her re-
sponsibilities, particularly with re-
spect to employees in the organization 
in which the deputy counselor serves. 
Regional Attorneys shall provide such 
assistance for all employees of the De-
partment in organizations for which 
the Principal Regional Official pro-
vides personnel services. 

(d) The Assistant Secretary for Per-
sonnel Administration shall be respon-
sible for developing and issuing proce-
dures and requirements for the imple-
mentation of these regulations and for 
monitoring the application of such pro-
cedures and requirements throughout 
the Department. 

(e) Heads of Principal Operating 
Components and the Assistant Sec-
retary for Management and Budget for 
the Office of the Secretary shall be ul-
timately responsible for assuring that 
persons who work for their respective 
organizations comply with the stand-
ards of this part. Their responsibilities 
shall include: 

(1) Designating officials to review 
and approve outside activity requests 
in accordance with § 73.735–708 of this 
part or statements of employment or 
financial interests under § 73.735–902. A 
list of the officials designated for these 
purposes shall be provided to the De-
partment Ethics Counselor and to the 
Assistant Secretary for Personnel Ad-
ministration and shall be updated in 
January and July of each year. 

(2) Designating for the components of 
his or her organization, other than 

those for which a principal regional of-
ficial provides personnel services, one 
or more individuals to oversee and co-
ordinate the administrative aspects of 
these regulations. Responsibilities of 
such a person include making sure each 
employee or special government em-
ployee is provided a copy of these regu-
lations, or an appropriate summary 
thereof; ensuring that training in the 
requirements of the regulations is pro-
vided to supervisors and to new em-
ployees; providing for the distribution, 
receipt, review and retention of finan-
cial interest reports and statements as 
directed by the Department Ethics 
Counselor and the Assistant Secretary 
for Personnel Administration; sending 
annual reminders as required; pro-
viding for a file of outside work re-
quests; giving information and assist-
ance to employees on a day-to-day 
basis; and making available to employ-
ees the names and addresses of the De-
partment’s Ethics Counselor and dep-
uty ethics counselors. 

(f) Principal Regional Officials 
(PROs) shall designate one or more re-
gional employees to perform, for com-
ponents for which personnel services 
are provided by the PROs, the respon-
sibilities in paragraph (e)(2) of this sec-
tion. 

Subpart C—Conduct on the Job 
§ 73.735–301 Courtesy and consider-

ation for others. 
(a) An employee’s conduct on the job 

is, in all respects, of concern to the 
Federal government. Courtesy, consid-
eration, and promptness in dealing 
with the public must be shown in car-
rying out official responsibilities, and 
actions which deny the dignity of indi-
viduals or conduct which is disrespect-
ful to others must be avoided. Employ-
ees must recognize that inattention to 
matters of common courtesy can ad-
versely affect the quality of service the 
Department is responsible for pro-
viding. Where appropriate, courtesy to 
the public should be included in the 
standards for employee performance. 

(b) Of equal importance is the re-
quirement that courtesy be shown in 
day-by-day interaction with co-work-
ers. Employees shall be polite to and 
considerate of other employees, and 
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